
 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Current Status should reflect Plan Approved or Progress Review Completed.  

Make sure the Action column says update, then click the GO button.  

 

 

 

 

 



Click on the Annual Appraisal tab and scroll down to the bottom.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The area for employee input is under the element narrative.  You may expand the “Show My Journal” area if you have been using to record 

accomplishments. You can then copy and paste into the input area. If not, you can simply start typing.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After completing your employee input, hit “Go to Next Performance Element.” Once you completed all entries, hit “Save and Continue.” 



After completing your employee input, you’ll need to transfer the plan to your rating official for them to enter their assessment and rating. 

Choose the drop down option and select “Transfer to Rating Official.” Click GO.  

 

 

 

 

 



You can choose to write a message to the rating official or leave it blank. Click on either “Transfer to Rating Official without Email Notification” or 

“Transfer to Rating Official with Email Notification” 

 

 

 

 

 

 

 

 

 


